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HEDERIE W. WAY

CrrniFIED DUELIC ACCOUNTANT

F5 Terra Avenue
Alexand~ia, LA 71303
318/7442-7568
Fax: 318/442-9496

Independent Accountant's Report

SABINE PARISH SCHOOL BOARD
Many, Louisiana

I have parfornad the procedures described in the attached exhibits, which were agrsad
to> by you, selely to assist vou in adding credibility to the schooal activity funds for
tre period ended June 30, 2002. This engagement to apply agresd-upcon procadures was
EEFermed 1n acccordance with standards established by the American Institute of

ertified Pubiic Accountants. The sufficiency of the procadures is solely the
ragponsibility of <the Sabine Parish School Board. Consequently, | make no
represertation regarding the sufficiency of the procedures described 1inthe accompanying

exhibits either for the purpose for which this report has teen prepared or for any other
pUrpose.

My procedures are describesd in the sttached exhibits.

I was not engaged to express an opinion on the specified elements, accounts, or items.

Accordingly, . do not express any opinion on the school activity funds. Had I performad
sdditienal procedures, other matters might have come to my attention that would have

been reported to you,.

The contract between the school board and the accountant anticipated 5 release date of
tne regort a3z on or befaore December 31, Z2002. Because of the workload of the

sccountant's Tirm, the report could not bs released until January 17, 2003.

Tais report is intanded sclely for the use of the Sabine Parish School Board and should
not be Jsed by those who have not agreec to the procedures and taken ressonsibility for
t7e sufficiency of the procedures for their purpeses.

-_};ér’éiﬂ' ?U WQ!}

Harbie W. Way

Certi1fiad Publiec Accountant
Alexandria, Locuisians
January 17, 2002



CONVERSE SCHOOL

Agreed-Upon Procedures and Findings

OQbtain May bank statements dirsctly from bank I No exceptions found.

Exhibit A

Trace May deposits to cash receipts journal and
gengral Tadger.

Mo

exceptions found.

Trace two randomly selected deposits in each of
the previous months to cash receipts journal
and general ledger.

No

exceptions found.

Trace two randomly selecteg cash recetpts in
aach maonth frem thea cash regeipts journsl to
the bank statement t¢ ansure receipts are

depcsited on & datly basis.

Ule

ayceptions found.

Examine five randomly selected ticket
reconcilisgtton forms for admissicn anc gate
receipts. Trace ¢ash collectad to cash
receipts journal.

L]

exceptions fTound.

Randomly select five cash dizsbursements from
€ach monta and apply the Tollowing procedures:

Keview canceled checks for proper signatures
and appreoriate engdorsements.

NO

axceptions found.

verify that the selected checks are supportad
by a8 vendor invoice, or, when invoices are not
avatlable, by a properly approved payment
vougcher,

!

exceptions faound.

Verify that check supporting documents are
properly stamped to avoid duplicate payments.

NO

exceptions fTound.

Determine that expenditures have bean formally
spproved for charge to indivicual funds ang
check to see that propar distribution was made
to those funds.

No

exgceptions found.

varify that axpendituras are posted to the
cash disbursements journal on a fimely basis.
Tranzactions posted by the naxt day are
considerad timaly.

MG

exceptions found.

Examine chacks written for amounts cver $7,500
and ascertain if centra: office approval was
obtained.

L

exceptions found

Verify that 811 checkisg accounts are 1nterest
bearing.

No

exceptions found.

Count petty cash funds and reconcile cash

axpanditures receipts with the arount of the
original fund balance.

No

exceptions found.

Calculate the ysa~-to-date gross profis
pertentage on concassion sales. Compare
results with prig- year caliculations and the
other schoots year-to-date percentages.
Inquire as to reasons for variasnces.

Prior vear gross profift percentage wes 31.04%
compared to 29.09% for this year. Variance

‘decregEe) of 1.935%.

No exceptions found.




CONVERSE

SCHOOL

Agreed-Upon Procedures and Findings
Concluded

Exhibit A

Examine monthly financial reports and bank \

reconciliations for two randomly selected
months Lo verity that they are preparad on 3
tin=ly basis. Items completec by the fifteenth
of the folliowing month are considered timaiy.

No excaptions found.

Pancomly select fiva fixed assets located at
the school and trace to the inventory records
mairtained by the central office.

Not applicabte this cycle.

Randomly select five fixed assets inventory
records maintained by the central office and
varify their axiscence of the asssats.

Not applicable this cycle.




Exhibit B
EBARB SCHOOL
Agreed-Upon Procedures and Findings

Qbtain May bank statements directly from bank No exceptions found.

Trace May deposits to cash recaipts jcurnal and

| general iz2dger. No exceptiens found.

Trace two randomly selactad deposits in each of
the previous months to cash receipts journal

ahd gener*a] ]EdgEI"‘- No exceptions fTound.

Trace two randomly selzcted cash receipts in
each month from the cash receipts jourmal to
the bank statemenz to ansura receipts are

depcsited on a daily basis. Nog exceptions found.

Examine five randomly se&lected ticket
recenciliegtion for-ms for admissiogn ang gate
receipts. Trace cash callected to cash

receipts journal,. No exceptions found.

Randomity seltaect five cash disbursemants from
gach month and apply the following procedures:

and appropriate endaorsements. Neg exceptions found.

Verify that the salected checks are supportad
by a vendor invoice, or, when invoices are not
available, by a properly approved payment

vaucher. No exceptions found.

Verity that check supporting documents are

properly stampa2d to avoid duplicate paymants. Ho excaptions found.

Determine that expenditures have bean formally
approved for charge to “ndividual funds and
check to sas that propar distribution was made

to thoss funds. No excaptions fTound.

Verify that expenditur2s are posted to the
cash disbursements journal on a timaly basis.
Transactions posted by the next day are

considered timely. No axceptions found.

Examine crecks written far amounts ogver $7.80(C
and ascertain 1f centra. office approval was
obtainad.

Review ¢an¢celed checks for proper signatures l

No exceptions found.

Verify that all ¢hackia@ accounts are interast
bearing. No exceptions found.

Count petty cash funds and reconcile cCash

expenditures receipts with the amount of the
griginat fund balance. NG excepticons found.

Calculate the yea-~-to-date gross profi-
percentage on concession sales. Compar-a

results with prior year catculations and the Prior year gross profit percentage was d44.12%
cther schools year-to-date percentages. compared to 44.75% for this year. Variange
Inquire as to reasons for variances. fincreass) of 0.66%. No exceptions found.




EBARB SCHQOL
Agreed-Upon Proceduras and Findings
Concluded

EXhibit B

Examine monthly financial reports and bank

reconciliations Tor two randomly selectad
menths to verify that they are preparsed on g
timely basis. Items completed by the fifteenth
of the following month are considerad timely.

No exceptions found.

Randomly selact five Tixed assats Tocased at
the s¢chool and trace to the inventory rescords
maintained by tha zentral affice,

Not applicable this cycle.

Randomly select five fixed assets inventory
racords maintained by the central office and
varify thair exiszence of the asseats.

Not applicable this cycle.




Exhibit C
FLORIEN ELEMENTARY SCHOOL

Agreed-Upon Procedures and Findings

Qttain May bank statements diractly from bank No Except1nn5

Trace May deposits to cash receipts jocurnal and

_general Jeadger. No exceptions.

Trace two randomly selacted deposits in each of
the previous months to cash receipts journal

and genaral ledger. No exceptions.

Trace two randomiy selected cash receipts in
each month from the cash raceipts journal to

tha bank statemant to ensure receipts sre
geposited on & daily basis.

NO exceptions.

Examine five rancomiy seleacted tickat
reconcitiation forms for admission ang gate
receipts. Trace cash colltected to cash

receipts journat. No exceptions.

Rangemly salect Tive cash distursements from
egach month and apply tne following procedures:

Keview canceied checks for proper signatures

and appropriate endorsaments. No excaptigns,

by & vendor invoice, or. when invoices asare not
available, by 3 properly approved payment

voucher, No excections.

VeriTy that check supporting cocuments are

proparly stamped to avo'd duplicate payments. No exceptions.

Determine that expenditures have been formally
approved Tor charge to Tndividual funds and

check To see that proper distribution was made

to those funds. No sxceptions.

VeriTy that expenditures are posted to the
cish disbursements journal on & timaly basis.
Transactions posted by the next day area

considered timely. No excaptions.

Examine checks written for amounts over 7,500
and ascertatn 17 caentral office approval was
obtainead.

VeriTy that the selectad checks are supported ‘

Verify that all checking asccounts are interest
pearing. No s=xceptions.

Count petty cash funds and racgonciie cash

expenditures receipts with the amount of the

criginal fund balance. No exceptions.

Calculate the year-to-date gross profic
parcentaga on concession sales. Compare
results with prigr year calculations and the

cbher schools year-to-date percentages.
lnquire as to reasons for variances,

Fricr year gross profit percentage was 27 .78k
conpared Lo 33.49% for fLhis year, Viriance
(1ncrease) of 5.72%. No exceptions found.

Ly
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FLORIEN ELEMENTARY SCHOOL
Agreed-Upon Procedures and Findings
concluded

Exhibit C

Examine monthly financial reports and bank

reconciliations Tor two randomly selected

months to varify that they are prepared on 2

timely basis. Items compiested by the fifteasnth

of the following month are considered timely. No exxceptions.

Randomly selact five fixed assets locaz-ed at
the school and trace to the inventory -~ecords

ma“ntained by the central office, Kot appticable this cycle.

Rancomly select fiva fixad assets inventory
reccrds maintained by the central office and

verify their existence o6f the aszatsg, Not applicable this cycle.




FLORIEN HIGH 3CHOOL

Agreed-Upon Procedures and Findings

Obtain May bank statemants directly from bank

N&

exgceptions.

Exhibit D

Trace May deposits to cash recaipts journal and

. general ledger.

NO

axgeptions.

Trace two randomly selected deposits in aach of
the pravious months to cash raceipts journal
and general ledger.

No

exceptions.

Trace two randomly sealsctad cash receipts in
gact month from the cash raceipts journal to
the bank statement to ensure receipts are

depcsited on a daily basis,

NO

EXCEPpLIONS.

Examine five randomly salectad ticket
reconciliation fa-ms for admi=sion anc gate
receipts. Trace cash collected to cash
receipts journal.

NG

axceptions.

Randomly select five cash disbursements from
gach mont1 and appiy tne following procedures:

Review canceled checks for proper signatures
and appreoriate endorsaments.

No

excepticns.,

VeriTy that the selected checks are supportad
by a vendor inveoice, or, when invoices are 1ot
available, by a properly approved payment
voucher,

No

exceptions.

Vverity that check supporting gdocuments are
properly stamped to avoid duplicate payments.

NO

excaptions.

Determine that expenditures have been formaily
spproved for charge to indivicual funds ang

check to see that propar distribution was made
ta those funds.

No

excertions.

verify that expendituras are posted to the
cish disbursements journal cn a Limaly basis.
Trangsactions posted by tha naxt day are

considered timely.

NG

exceptions.

Examine cnecks written for amounts ove~ %7 800
and ascertain if centra’ office approval was
cbhtained.

No

eXCeptions.

Verify that all chetkiag accounts are intersast
bzaring.

No

excaptions.

Court petty cash funds agnd reconcile Cash
expenditures receipts with the arount of the
or“ginal fund balance.

No

exceptiaons.




Exhibit

FLORIEN HIGH SCHQOCL
Agreed-Upon Procedures and Findings
Concluded

i Calculate the year-to-date gross profit
percentage on concession sates. LCompare
results with pricor year calculations and the

other schools year-to-date percentages.
Inquire as to reasons for variances.

Prior year gress profift percentage was 15_.23%
compared to 30.67% fo~ this year., Variance

(ingrease) of 15.44% is not within the &%
range as established by schocl board. This

variance results from an increase in the
selling prices of varicus concesszion itams.

Examine monthly fTinancial reports and bank
reconcilfations for two randomly selected
menths to verify that they are prepared on 2
timely basis. Items completed by the fifteenth
of the following month are considered <imely.

NO axcepiions.

Rancomly select five fixed aszats locazad at
the school and trace to the fnventory -acords
mairtained by the cenfral office.

Not applicable this cycle.

Randomly select five fixed asszats inventory

records maintained by tha ¢entral office and
verity their existence of the assets.

NoC applicable tLhis cycle.




MANY ELEMENTARY SCHOOL
Agreed-Upon Procadures and Findings

Obtain May bank statements directly from bank

No eaxceptions.

EXR1bil E

Trace May deposits to cash receipts journal and
_general ledger.

No excegtiiaons.

Trace two randomly selacted deposits in each of
the previous months to cash receipts journal
and genera” ledge-.

No excepticons.

Trace two randomly selacted cash receipts in
gact menta from the cash receipts journal to

the bank stataman:t to ansure receipts are
depcsited on a daifly Dbasis.

No exceptions.

Examine fiva randomly selected ticket
reccnciliation forms for admission and gate
receipts. Trace caszsh cotlected to cacsh
receipts journald.

Not Applicable gt This school.

Randomly select Tive cash disbursements from
each month and apply the following proceduras:

Review Canceled checks for proper signatures
end appropriate andorsaments.

No

axcaptions.

verify that the selectad checks are supportad
by @ vendor invoice, or, when invoices are not
gvailable, by a properly approved payment
voucher.

No

axcaptions.

Yer1fy that check supporting cocuments are
properly stamped to avoid duplicate payments,

No

axcections.

Determine that expenditures have been Tormally
approved for charge to Tndfvidual funds and

checsk to s822 that proper gistribution wag made
to those funds.

NO

exceptions.

Varify that expendituras are posted to the
¢ash disbursements journal on a tima'y basis.
Transactions posted by the next day Bre
considered timely.

NG

excaptions.

Examine checks written for amounts over $£7.60C

and ascertain 17 central office approval was
obtained.

e

exceptions.

Verify that all checking accounts are interest
bezring.

N

axcections.

Court petty cash fumds and reconcile Cash

expenditures receipts with the amount of the
original fund balance.

NO

exceptions.

Caiculate the year-to-date gross profit
percentaga on concession sales, Compare
resuits with prior vear calculations and the
other schools vear-to-date percentages.
Inquire as to reasons for variances.

Prior y2ar gross profit percentage wos 41.99X%

comparaed to 42.79% fo~ this yvear.
‘inecrease) of

.BO%. No excepticons.

VYarijance

. |

10



MANY ELEMENTARY SCHOOL
Agreed-Upon Procedures and Findings
Concludad

Exnibit E

Examine monthly financial repcrts and bank

reconcitiations for two randomly salected

months to verify that they are preparad on &

tinely basis. I[tems completed by the fifteanth

of the following month are considered timely. Ne exceptions.

Randoemly select five fixed assets Tocated at
the school and trace to the inventory records

mairtained by the central office. Not applicable this cycle.

Rancomly seleact Tive fixed assets inventory
reccrds maintained by the central office and

varify their existence of the assets. Not applicable this cyclea.

11




MANY JUNIOR HIGH SCHQOL

Agreed-Upon Procedures and Findings

‘ Obtain May bank statements directly from bank

No

exceptions.

EXhibit F

Trace May deposits to cash receipts journal and
_genaral ladger.

No

exceptions.

Trace two randomly selactad daposits in asch of
the previous months Lo cash receipts journal

No

exgceptions.,

and generaT 1edger-

Trace two randomly selacted cash receipts 1in
each montn Trom the cash receipts journal to

the bank statamant to &nsurse recaeipts are
depcsited on a daily basis.

No

exceptions.

Examine five randomly selected ticket
recongiliation forms for admissicn and gate
receipts. Trace cash collected to cash
receipts Jjournal.

No

exceptions.

Rancomly select Tive cash disbursements from
gach month and apply the follawing praceduras:

Review canceied checks for praper signatures
and appropriate endorsements.

o

exceptions.

Verify that the salected checks are supported
by & vendor inveice, or, when invoices are not
available, by a properly approeved pavment
vouchar.

No

excaptions.

Verify that check supporting documents are
properly stamped to avoid duplicate payments.

o

axcaptions.

Determine that expenditures have bean formally
approved for charge to “ndivicual funds and
check to see that propar distributicon was made
to thosa funds.

No

exceaptions.

Verify that expendituras are postad to the
¢3sh disbursemants journal on a timely basis.
Transactions posted by the next day are
considered timaly,

No

axceptions.

Examine checks written for amounts over $7.800
and ascertain 1T centra’ office approval was
cbtained.

N o

axcepttons.

Verify that a1} checking actounts are interest
besring.

excepticons.

Court petty cash funds and recconcile cash

expenditures receipts with the amount of the
orcinal fund balance.

NO

excaptions.

12




EXnibit F

MANY JUNIOR HIGH SCHOOL
Agreed-Upon Proceduras and Findings
Concluded

Calculate the year-to-date gross profi=
percentage on concession sales. Compa-e
results with prior year calculations and the
othar s5chocls year-to-date percentages.
Inquire 35 t0 reasons Tor variances.

Prior year gross profit percentage wis 39.87%

compared to 35.7%% fc~ this yegr. Variance
(decrease) of 3.92%. No exceptions found.

Examine monthly financial raports and bank
raconciliations for two randomly selected
menths to verify that thay are prepared on 3
timely basis. Items completed by the fiftesenth
of the fotlowing month are considered timely.

No> excaptions.

Rancomly select five fixed assets located at
the scheool and trage to the inventory racords
maintained by the central office,

Noet applicable this cyctle.

Randomly zelect five fixed assets inventory
records ma“ntained by the central office and
verify the r sxistcence of the assets.

13

Not applicable this cycle.




MANY SENIOR HIGH SCHOOL

Agreed-Upon Procedures and Findings

Exnibit G

I Obtatin May bank statemants directly from bank

No

exCaptions.

Trace May deposits to <cash receipts journal anhd

| general ledger.

No

excaptions.

Trace two randomly selacted deposits in each of
the previous months to cash receipts journal
3nd general ledge~.

gxceptions.

Trace two randomly selected cash recejpts in
each month from the cash receipts journal to
the bank statement to ensure receipts area

geposited on a datly beasis.

N &

exceptions.

Examinae five rancomly selectec ticket
raconciliation forms for admission and gate

receipts. Trace cash collected to cash
receipts journal.

No

exceptions.

Randaemly select five cash disbursements from
gach montn and apply tae following procedures:

Keview canceled checks for proper signatures
and appropriate endorsaments.

NGO

gxcerptions.

Verify that the selected chacks are supportad
Ey 8 vendor 1nvoice, or, when invoices are not
available, by a properly approved pavment
voucher.

No

axceptions,

Verify that check supporting documents are
properly stampad to avoid duplicate payments.

No

exceptions.

Determine that expenditures have been formally
zpproved for charge Lo indivicual funds and
check to szee that proper distribution was mads
to those funds.

NO

exceptions.

verify that expendituras are posted to the
cash disburzements iournal on a timely basis.
Transactions posted bty the next day ara
considered timely.

No

exceptions.

Examine checks written for amounts over $7.500
ang ascertain if central office approval was
obtained.

N o

axceptions.

Verify that all checking accounts are intarest
bearing.

No

axceptions.

Count petty cash funds and reconcile cash
axpanditures receipts with the amount of the
original fund balance.

NoO

exceptions.

14



Exhibit G

MANY SENIOR HIGH SCHOOL
Agreed-Upon Procedures and Findings
concluded

Caiculate the year-to-date gross profit
percentage on congession sales. Compare
resyits with priaor year calculations and the
cther =chools year-to-date percentages.
Inguire g5 t0 reacons for variancas.

Prior year gross profit parcentage was 24.B8%
compared to 23.174 fo~ this yegar., Variance
(decrease) of 1.72%. No axceptions,

Examine maonthly financial reports and bank
reconciliations for twoe randomty selected
months to verifty that they are preparad on a
timaly basfis. Itams completed by tha fifteenth
of the following month are considerad cimely.

No exceaptions.

Randomly select five fixad assets locased &t
the school and trace to the inventory records

maintained by the central office.

Not applicable this cycls.

Randomly salect five Tixed assets inventory
records maintained by the central office and

verify their exizsseance of the assets.

15

Not applicable this cycle.




NEGREET SCHOOL

Agreed-Upon Procedures and Findings

Exhibit H

Obtain May Dank statements directly from bank

No exceptions.

Trace May deposits to cash receipts journsl and
| general ledger.

NO

excections.

Trace two randomly selacted deposits in asch ¢of
the previous menths to cash receipts journal
and genera’. ledge-.

greeptIOns.

Trace two randomly selactad cash receipts in
sach ments from the ¢cash receipts journal to
the bank statement to ensure receipts are

deposited on 3 daily Dasis.

NO

exceptions,

Examing five randomly selected tickat
racongiiiation forms for admissicn and gate

raceipts. Trace cash collected to cash
rece{pts Jjournal.

NO

exceptions.

Rancomly select five cash disbursements from
e3crh month and appily the follawing procedures:

KReview canceled ¢hecks for proper signatures
and appropriate endorsements.

NO

exceptions.

Yerify that the salected chacks are supportad
by a vendor invoice, or, when invgices are aot
availlable, by a properly approved payment
voucher.

NoO

eaxceaptions.

verify that ¢heck supparting documents are
properiy ctamped to avoid duplicate paymants.

o

axcaptions

Determine that ezxpenditures have bean formally
zpproved for charge to “ndividual fTunds ancg
check to see that propar distribution was made
to those funds.

No

exceptions

Yerify that expenditures are posted to the
cash disbisrsements journal on a timaly basis.
Transactions posted by the next day are
considerad timely.

No

eaxceptions,

Examine checks written for amounts over~ §7.500
ang ascertain it central office approval was
obtained.

Verify that all chackiag accounts are intarast
bearing.

No excepticons.

Count petty c¢ash funds and reconcile cash
expenditures receipts with the awmocunt of the
original fund balance.

Petty

cash change fund 15 no longe~ being
maintained at the school.

Calculate the yea~-to-date gross profit
parcentage on concession salesz. Compare
results with prioe~ year caiculations and the

other schools year-to-date percentages.
Inquire as to reasons for variances.

Pricor year gross profit percentage was 18.51%
compared to 16.67% for this year. Variance
(dagcreasa)

of 1.83%.

No excaptions.

l6



NEGREET SCHOOL
Agread-Upon Procedures and Findings
Concluded

Exhibit H

Examine monthly financial reports and bank
recongiliations for two randomly setected
months to varify that thay ara prepared on a
timely basis. Items conpletec by the fifteenth
of the following month are corsidarad timely.

NOo axceptions.

Randomty select five fixed assats located at
the school and trace to the inventory records
maintained by the central office.

Not applicable this cycile.

Randomly select five fixed assets inventory
racords maintained by the central office and
varify thair existence of the zssets.

17

Not applicable this cycla.




PLEASANT HILL SCHOOL

Agreed-Upon Procadures and Findings

EXhibit I

o i e mm el imi i mima a  _————————————————— — -— — |

Obtain May Dank scatements directly from bank

No axceptions.

Trace May deposits to cash receipts jcurnzl and
_ganeral ledger.

N o

axceptions.

Trace two randomly selacted deposits in each cf
the previous montnhs to cash recetpts journal
and gqenaral ladger.

exceptions.

Trace two randomity setacted cash receipts in
each montn fTrom the cash receipts journzl %o

the bank statament £o a2nsure receipts are
deposited on a daily bagsis.

NG

pxceptions.

Examine five rancoemly selected ticket
recanciliation forms for admission ang gate
receipts. Trace cash collected to cash
receipts Jjournal.

NO

axceptions.

Randomly salect five cash disbursements from
gach month and appiy tha following proceduras:

Review canceled checks for proper signatures

gnd appropriate endorsanents. No excaptions.
Verify that the selected checks are supported

by a8 vendor invoice, or, when invoices are not

gvailable, by 3 properly approved payment

vougher, No exceptions.

Verify that check supporting documents ara
properly stamped to avoid duplicata payments.

No

axceptions.

Determine that expenditures have bean formally
spproved Tor charge t¢ individual funds andg

check t£to see that proper distribution was made
to those funds.

NoO

exceptions.

Verify that expendituras ara postad to the
cash disbirsements journal on a timely basis.
Transactions posted by the next day are
cohsiderad timely.

No

exceptions.

Examine checks written for- amounts over 7,500
and ascertain 1f central office approval was
gbtained.

No

exceptions.

Yyerify thet 11 checking accounts are interest
bearing.

No

axcrptions.

Court petty cash funds and raconcile Cash

expenditures receipts with the amount of the
oricinal fund balance.

N o

axceptions.

18



Exhibit

PLEASANT HILL SCHOOL

Agreed-Upon Procedures and Findings
Conciuded

Caiculate the year-to-date gross profit
percentage on concession sales. Compare
results with priocr year calculations and the
cther schools y=a~-to-date parcentages.
Inguire as to reasons for variances.

Frior year gross profit percentage waes 26.16%
compared to 24 . 57% for this year, Variance
(decrease) of 1.59%. No axceptions.

Examine monthly financiagl reports and bank
reconciliations for two randomly selected
months to verify that they are prepared cocn a

timely tasis. Items completed by the fifteenth
of the following month sre considered timely.

No excertions.

Randomly select five fixed assats located at
the school and trace to the irventory records
maintained by the ¢antral office.

Hot applicabie this cycie.

Rancomly select five fixed assets inventory
records ma‘ntained by the central office and
verify thair existence of the assets.

l
|
|
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Exh1bit J
ZWOLLE ELEMENTARY SCHOOL
Agreed-Upon Procedures and Findings

l Qbtatn May Lank statements directly from bank NG exceptions.

Trace May deposits to cash receipts journzl and

 genaral ladger. NG _exceptions.

Trace two randomly selected deposits in each of
the previous months to cash recejpts journal

and general ledger. No exceptions.

gach month from the cash receipts journai to
the bank statamen> to ansure raceipts ars

deposited on a dafly basis. No excaptions.

Examine five randomly selacted ticket
recancitiation fo-ms for admission ang gate
receipts. Trace cash collected to cash

receipts Journal. Not Applicable 3t this school.,

Randomly select five cash disbursements from
each mantx and appiy the following procedures:

Review caqceled checks Tor proper signatures

and appreopriate endorsaments. NO exceptions.

Verify that thes salected checks are supported
by a2 vendor invoice, or, when invoices are not
available, by a properiy appraved payment

voucher. No exceptions.

Verify that Check supporting documents arsa

proparly stamped to avoid duplicate payments. No axceptions.

Trace two randomly selacted cash receipts in i
|

Determine that expenditures have been formally
approved for charge to individual funds anc

check to see that propar disteribution was made
to thosa funds. No exceptions.

Verify that expenditur2s are posted to the

cash d4isbursaments journal on a timaly basis.

Transactions posted by the next day are

considered timely. NGO exceptions.

Examine checks written for amounts ovar $7.a0C

and ascerfain 1T central office approval was
cbtained. No exceptions.

Vverify that all chacking ac¢counts are interast
bearing. No exceptions.

Court petty cash funds and reconcile cash
expenditures receipts with the amount of the
cricinal fund balance. Not applticable at this school.
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EXnibit J

ZWOLLE ELEMENTARY SCHOOL

Agreed-Upon Procedures and Findings
Concludad

Ca“culate the year-to-date gross profit
percentaga on concession sales. Compare
results with pri¢r year calculations and the
cthar schools year-to-date percentages.
Inquire as to reasons for variances.

Prior year gross profit percentage was 40.30%
compared to 42.87% for this year. Variance
(tncrease) of 2.57%. No exceptions.

Examine manthly financial reports and bank
recoencitiations for twe randomly salacted
maonths to verify that they are prepared on a

timely bas"s. Items comptetad by the fifteanth
of the fol owing mnonth are considerad timely.

NG excaptions.

Rancomly select Tive Tixed agssets located at
the school and trace to the Tnventory records

maintained by the central office,.

Nt appliicable this cycle.

Randomty selact five fixed assets inventory
racords maintained by the cantral office and
verify their existence of the assetls.

!
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Exnibit K
ZWOLLE INTERMEDIATE SCHOOL
Agreed-Upon Proceduraes and Findings

- ———— i . -]

Ubtain May bank statements directly from bank No exceptions.

Trace May deposits to cash receipts journdl and
_generzl ladger. NO exceptigns.

Trace two randomly selacted deposits in each of
the pravious months to cash receipts journal
and ganeraT ladgar. No exceptions.

Trace two randomly selacted cash recaipts in
each month from the cash raceipts journsl to
the bank statement t¢ ansure receipts are

depcsited on 3 daily basis. No exceptions.

Examine five randomty selecteg ticket

reconciliation forms for admissicn and gate

receipts. Trace cash collected to cash

receipts jJournal. NO exceptlions.

Randomiy selact five cash disbursaments from |
2ach month and apply the following proceduras:

Review canceled checks for proper signatures

and appropriate endorsements. No exceptions.

Verity that the selected checks are supportad
by a vendor inveice,. or, when invoices are not
gvailable, by a properly approved paymant

vougher, No exceptions.

Verify that check supporting documents are
properiy stamped to avoid duplicate paymants,

| No exceptions.
Detzrmine that expenditures have been formally I

approved for charge 1o “ndividual funds and
check to see that propar distribution was made

to those funds. No exceptions.

Verify that expanditures are postad to the
cash disbursements journal on a timely basis.
Transactions posted by the next day ars

cohsidered timely. No excepticons.

Examina chacks written for amounts over $7.,80C

gnd ascertain if centra’ office approval was

cbtained. No exceptions.

Yerify that all checking accounts are interest
bearing. Ho exceptions.

Count petty cash funds and reconcile Cash

expendituras recaipts with the amount of the
oricinal fund balance. NG exceptions.
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EXhibit K

ZWOLLE INTERMEDIATE SCHOOL
Agreed-Upon Procedures and Findings
concluded

Caiculate the year-te-date gross profit
percentage on concession sales. Compare
resLits with pricr year calculations and the
other schools year-to-date percentages.
Ingquire as to reasons for variances.

Prior year gross profit percentage was 47.15%
compared to 37.17% for this ysar. Variance
(de¢rease) of 9.58%, which s not within the
5% range as established Dy school board, was
dug to an incregse in the purchase price of
various items without an increase in the
sglling price.

Examine monthly Tinancial reports and bank
recanciliations for two randomly salacted

maonths to verify that they are prepared on 3
timety basis. Items completed by the fifteanth

of the following month are considered timely.

No exceptions.

Randomly salect five fixed assz=ts located at
the scheoot and trace to the inventory records
maintained by the central ¢ffice.

Not applicable this cycle.

Randemly selact five fixed assets inventory
records maintained by the cantral offica and
verify tha“r existence of the gssats.
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Exhibit L
ZWOLLE HIGH SCHOOL
Agreed-Upon Procedures and Findings

= - |
‘ Obtain May bank statements directly from bank I No axceptions.

trace May deposits to cash receipts journal and
_general ladger. NOo exceptions.

Trace two randomly selacted deposits in 2ach of
the previcus moenths to cash receipis journal
and general Tedger. No excaptions.

Trace two randomly sale¢ted cash receipts in
each month from the cash receipts journal to
tha bank statemant to ensure recaipts area

deposited on & dajly basis. NO exceplions.

Examine five rangomly selected tickat
recancilistion forms for admissicn and gate

receipts. Trace cash collected to cash

receipts journatl. No exceptions.

Randomty select five cash disbursements from
gach montt and apply the following procedures:

Review canceled checks for proper signatures

gnd appropriate endorsanents. No exceptions.

by a vendor invoice, or, when invyoices are not
ayailagble, by 3 properly approved payment

voucher. No excaptions.

VerifTy that check supporting cocuments are

properly stamped to avoid duplicate payments. No excaptions.

Determine that expenditures have been formaily
approved for charge to individusl fTinds and
check to see that proper d4istribution was made

to those funds. No exceptions.

Verify that expendituras are posted to the
cash disbJirsemants journal on a timely basis.
Transactions posted by the nest day are

considerad timely. No excaptions.

Examineg checks written for amounts over $£7.800

and ascertain if centra® office approval was

Verify that the selecta2d chacks are supportad ‘
cbtained. ‘

No exceptions.

VeriTy that all checkiag accounts are interast

{ bearing. No excefptions.
Count patty cash funds &and reconcile cash
expenditures receipts with the amount of fthe .
original fund Gbalance. The change fTund was ciosed in the prior year
Caiculate the year-to-date gross profit
percentaga on concession sales. Compare
results with pricgr year caziculations and the Prior year gross profit percentage wis 32.61%
other schools year-to-date percentages. comparad to 46.324% Tor this year. Vsriance
IngLire as to reasons for véariances. (increase) of &.171. No exceptions.
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ZWOLLE HIGH SCHOOL
Agreed-Upon Proceduras and Findings
Concludad

Exnibit L

Examine monthly financial reports and bank

recaonciliatiens for two randomly selacted

mopths to verify that theay are prepared on 3

timely basis. Items completec by the fifteznth

of the following month are considered Cimely. Ne exceptions.

Rancomly select Tive fixad assets located at
the school and trace to the inventory records

mairtained by the central office, NOot applicable this cycle.

Randomly select five fixed assets inventory
records maintainad by the central office and

verify their existence of the assets. Not applicable this cycle.
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